USER GUIDE:
How to apply for a
Certificate of Zoning
Compliance-Residential Permit

Zoning Division
Updated 9/28/2020




Gond Moing Cust
Ergh Unted S

Step 1. Create new account or Log In to
existing account

‘The Richmond City Online Permit Portal launches in the third quarter of 2019,
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Step 2. Select Apply button on dashboard
and Select ALL (69)

[sELLLLENCIN Other Resourcesv  Applyv  Supporting Documentationv  Frequently Askd

Search@Q  Help®@  Calendar @

Plan Application Assistant

Step 3. Select Certificate of Zoning

Compliance-Residential Cotegortes
Al @D

Building €E)

Electrical €) Certificate of Zoning Compliance : Certificate of Zoning Compliance -

Residential Apply
Gas Piping @ The purpose is to ensure that the proposed home business or dwelling use is

allowed in the underlying zoning district.
Mechanical €2 Categories | Main Menu

v




Step 4. The LOCATIONS screen will display Aeslyfo Pln- Cerifeteof Zening Complance- Resdentl D

[
Select Add Location (inside blue box) o

REQUIRED

e

Step 6. Add Address As Screen

Add Address As  Site Address b
* Enter physical business address (see example)

Select search

Select correct address (ex. 900 E Broad)
*do not enter street type (ex. cir, bivd, rd)*

Address Information

Search [Search Addresses m > Click
Select ADD Search

Add AddressAs  Site Address )

Address Information

Search 730 e broad B

Address Action

730 E Broad St, Richmond, VA 23219 Add

v

Resultsperpage[10 | 1-1of1 << = > e C|iCk
Add




Apply for Plan - Certificate of Zoning Compliance - Residential “REQUIRED

Step 7. address and parcel # should display IF
correct (see example) [GeATIONS

Type: Site Address Site Address
Select neXt 730 E Broad St, Richmond,

VA,, 23219 Add

Location

Main Address ¥

Parcel Number +

0118778_N0000002016
Main Parcel ¥|

Remove

Save Draft Next

Step 8. The Plan Details (TYPE) screen will

display

Step 9. ° o

* Enter business description (see example s .

« Enter square feet information (area [ mme——
devoted to business only)— > §

» Select NEXT Click
Next

Email 3




Step 10. The CONTACT screen will display

Step 11. Property Owner (Required)

* Enter property owners hame

Select SEARCH

Step 12.

* Select correct property owners
information

e Select ADD

Apply for Plan - Certificate of Zoning Compliance - Resident:

ial

Locations Type Contacts
CONTACTS
Applicant Property Owner Property Owner
2
Jane Doe (You) C:':::ct Contact
ane oul
CLICK HERE
RVALLC A
900 E Broad, Richmond, VA, , I
23231
REQUIRED
4 Back to Application
Add Contact Locate on City Assessor’s website:

Add Contact As : Account Holder

Enter Manually My Favorites

Smrcthame_ E-mail, or Company }

http://www.richmondgov.com/Ass

essor/index.aspx or call
804-646-7500

chlcity of richmond| n

orite

T

First Name Last Name Address

900 E Broad S5t Room
707 Richmond VA

23219

*| SEARCH
—
Sort  Relevance
Company Email Action
City Of Richmond Dept Add

Of Public Works


http://www.richmondgov.com/Assessor/index.aspx

4Back to Application Locate on City Assessor’s website:

Step 13. Property Owner (Required) Add Contact

» Enter property owners name Add Contact As : Account Holder

Select SEACH

SEARCH

Enter Manually My Favorites

A

Smrcthame_ E-mail, or Company ﬂ
Step 14 t:hlcity of richmnnd n
. . Sort  Relevance
» Select correct property owners information
rorite First Name Last Name Address Company Email Action
° Sel_eCt AD D & 200 E Broad St Room City Of Richmond Dept Add
707 Richmond VA Of Public Works

23219



http://www.richmondgov.com/Assessor/index.aspx

Apply for Plan - Certificate of Zoning Compliance - Residential

Step 15. o o o

Locations Type Contacts

Select add contact CONTACTS

Applicant Property Owner Account Holder
Verify information if correct & select NEXT & & »
Jane Doe (You) City Of Richmond Dept OF... Comizi!

‘900 E Broad St Room 707, Ri... +

900 E Broad, Richmond, VA, ,
23231

Step 16. The More Info screen will display

Click & Select YES

‘Apply for Plan - Certificate of Zoning Compliance - Rasidential "REQUIRED
o [ @ o
Locsrions Tive Comacts More e
Ilive in a:
MOREINFO

Section] Top | Main Menu *Single-family dwelling
1 thorize 0 et his =]
* Two Family (two units)

1m suthorlzed to submit this appiication Is required

*Multi-family = three or more dwelling

General Information Presbossfocion [Nox:Scction | Too |Hsa ko units (apartment building/complex)
“Residential Uses: E-l—_-
Residential Uses: i required. *Condo
. . . . BZA# [if applicable)
Step 17. A minimum all areas indicated Select No

with (*) are required. s /’
P | 5]

select NEXT

oo roee | | — | Same information from
step 2

POD # (if applicable):




Step 18. Continued Choose from below

“Must select at least ONE of the ]
following:

Must select at least ONE of the following: is required.

Additional Contacts:

Pk ‘Name, Address, d Email. dditional o b 1d
PParking Information Previous Section | Top | Main Menu
Parking Location (provide address):
On-Site Parking Spaces (# of
dedicated spaces):
‘Off-Site Parking Spaces (# of
dedicated spaces)-
Parking Description:
Back ‘Save Draft Next
Ownership Change - Use this to apply Home Occupation - Use this to apply
ONLY when you have purchased a 2- when a place of residence will be used to
family dwelling. operate a business and a business

license is required.

Step 19. Review information and (Example: | have purchased a two-family
select NEXT attached/detached dwelling building with (Example: Establish a marketing

a maximum of two living units) consulting business within a portion of
the residence)




Step 20. The Attachments screen will display

Step 21. Select owner affidavit under
supporting documentation tab

Step 22. Complete form and attach to plan in
blue box

*If box has white background select NEXT

*If background is still blue, please try again

Applyfor Plan - Certificate of Zoning Compliance - Commercial

Locations Type Contacts Moee Info Attachments

Please sign and attach

Add Attachment

REQUIRED

Home Map Report Help@ SearchQ Help@ Calendar@  Supporting Documentation  Other Resources~

Frequently Asked Questions v

For Building Permits ‘OPP User Guide Zoning For DPU Water Resources
> Residential BLDG Requirements » OPP Tips & Sample Descriptions » Home Occupancy Rules > PlanReview Checklist
> Amendment-noplans > OPPUser Guide > _STR Owner Affidavit

R
> Owner Afffadavit

> PermitCancellation

> Responsible Land Disturber

¥ Al(7)
Attachments
Please sign and attach affidavit.
X
Add Attachment
Please sign and attach
affidavit PLEASE REVIEW ALL
parking dimensions.pdf + TH R E E PAG ES' I
Size: 3471 KB . ."
Supported: paf

Save Draft Next



Step 23. The SUMMARY screen will display

Apply for Plan - Certificate of Zoning Compliance - Residential “REQUIRED

Locations Type

Comacts More Info Anachments ‘Summary

BasicInfo

The following is a fee estimate and totals are s

730 E Brozd St, Richmond, VA, , 23219
0118775_NODOOO02016

Certificate of Zoning Compliance - Residential
home office for marketing consulting

150

07/20/2020

JaneDoe
RVALLC
900 E Broad, Richmond, VA, , 23231

City Of Richmend Dept Of Public Works
900 E Brozd 5t Room 707 , Richmond, VA, 23219

ubject ta change. Additional fees may apply.

Estimated Fees
Fee Amount
Certificate of Zoning Compliznce - Residential $75.00
Total: $75.00
More Info
Next Section| Top | Main Menu
1am authorized to submit this  Yes

application

Residential Uses:
No. of Units:

BZA# (if applicable).
SUP/CUP # (i applicable)
Plans:

‘Square Footage:

POD #(if applicable):

Check ONE of the following:
Must select at least ONE of the
following:

Additional Contacts:

» on |Top |
One Family

No

150

Home Occupation

Address,

Parking Location (provide:
address):

On-Site Parking Spaces (# of
dedicated spaces):

Off-site Parking Spaces (# of

Previous Section | Top | Main Menu



Step 24. Review data, verify fee is correct ,
C“Ck SU BM IT permit copy.pdf

+ Your plan application was submitted successfully. No fees are due at this time; we will review your application, and we will be in touch with you shortly.

Plan Number: CZC-071175-2020

Plan Details | Tab Elements |Main Menu

Type: Certificate of Zoning IVR Number: 1034872 District: aaRichmond
Compliance -
Residential Applied Date: 07/20/2020
Submitted Online Project Name: Expiration Date:
Assigned To: Davidson, William ‘Completion Date:

Square Feet: 0.00

Description: home office for marketing consulting

Fees Reviews Inspections Attachments Contacts Sub-Records Meetings More Info

Step 25. Application submittal completed




